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General Steps toGeneral Steps to……

Bidding Bidding –– ElectronicallyElectronically

““EE--BiddingBidding””



Steps to Bidding ElectronicallySteps to Bidding Electronically
At the City’s/County’s Home Webpage

type the word:  e-bid
and click on the  “Search Button.”



Step # 1Step # 1
Log into E-Bid using your Vendor Registration Username

and Password and click on the “Sign In Button.”



Step # 2 Step # 2 
Click on the bid you were notified of 

to view bid information.

NOTE:  If you received an email notification, the bid will be in “My Recent 
Invitations.” If you want to check all bids, you need to click “View Available Bids”
and then click on the bid number.  Also, because the Commodities categories are 
broad, you may receive a notice for items you do not carry.  If so, please disregard 
the notice, you do not need to respond.

Click on Bid Number to Open.

“Click” On Bid No.



Step # 3 Step # 3 
Click on the “Respond” Link 

and start filling in your bid Information.

Note: Click Respond to get out of view mode.   Once 
you have responded to the bid, but have not submitted 
the bid, the next time you access it, the link name will 
be changed to “Edit.”

Scroll Down to see “Event Activities (if any), Bid
Attachments, Attributes and Line Items” to bid.



Step # 4 Step # 4 
Viewing Vendors 

Click below to view vendors who have requested to be a 
Contractor or a Sub Contractor (if listed).

Note:  Please call or email Purchasing if you with to be 
added to either of these lists as noted.  If you wish to be 
included as a sub – be sure to include what you are a sub 
for (i.e. electrical, boring, etc.)



Step # 5 Step # 5 
Attachments \ Attributes

To print or view attachments for 
this bid, click on the blue “View”
hyperlink named “View”.

Read and respond to the Bid 
Attributes section.  Anything 

with an * must be answered.



Step # 6 Step # 6 
Response Attachments 

After preparing your proposal you will attach your proposal here (see next page for 
further instruction on this). 

NOTE:  if there are more than 15 total 
attributes, you will need to click 
on page 2 (which will appear next 
to No. 1 listed below).  



Step # 7 Step # 7 
Downloading the Drawings for the Project

The Plan SetThe Plan Set for the project you are preparing to bid on is available at thefor the project you are preparing to bid on is available at the following ftp website located following ftp website located 
under the under the ““Bid Attachment SectionBid Attachment Section””. . 

ftp://ftp.lincoln.ne.gov/123456_Test/ftp://ftp.lincoln.ne.gov/123456_Test/ (Left Click o the link to open the FTP website)(Left Click o the link to open the FTP website)

When prompted:   When prompted:   
User name:User name: ebidebid Note:  If you receive a security warningNote:  If you receive a security warning
Password:Password: ebid123ebid123 when accessing ftp site, select ALLOW.when accessing ftp site, select ALLOW.

Use the provided User ID and Password Log On As  Use the provided User ID and Password Log On As  Figure 1Figure 1

RightRight--Click on appropriate file.  Click Click on appropriate file.  Click ‘‘Copy to FolderCopy to Folder…’…’ or or ‘‘Save Target AsSave Target As…’…’, select folder to save, click , select folder to save, click 
OK.  Figure 2 & Figure 3OK.  Figure 2 & Figure 3

Exit out of ftp site.Exit out of ftp site.

Go to folder to view.Go to folder to view.

Be aware that not all systems are the same.  If you need any assBe aware that not all systems are the same.  If you need any assistance, please call 402istance, please call 402--441441--7417.7417.

These are graphic files and may take time to download or open.  These are graphic files and may take time to download or open.  Please be patient.Please be patient.



Figure 1  Figure 1  Upon selecting the link above, the Upon selecting the link above, the ““Log On AsLog On As”” screen should appear.  Use the provided screen should appear.  Use the provided User NameUser Name and and PasswordPassword
to login.  With the to login.  With the ““Save PasswordSave Password”” feature feature CheckedChecked, Internet Explorer should not ask you to login in the future., Internet Explorer should not ask you to login in the future.



RightRight--Click on appropriate file.  Click Click on appropriate file.  Click ‘‘Copy to FolderCopy to Folder…’…’ or or ‘‘Save Target AsSave Target As…’…’, select folder to save, click , select folder to save, click OKOK.  .  
Figure 2Figure 2 & & Figure 3Figure 3

Figure 2  If your PC opens the FTP site using the Windows Internet Explorer, Right-Click the appropriate file 
and select “Save Target As…” and save a copy to

Figure 3 If your PC opens the FTP site using the Microsoft Internet Explorer, Right-Click the appropriate file 
and select “Copy To Folder…” and save a copy to your local computer.



Figure 4 If the FTP site opens with Windows Internet Explorer and you wish to use Microsoft Internet 
Explorer, go to Page > Open FTP Site in Windows Explorer.



Step # 8 Step # 8 
Downloading the Bid Proposal

NOTE:  Prior to viewing the Bid Attachment NOTE:  Prior to viewing the Bid Attachment –– You may need to adjust your security settings in You may need to adjust your security settings in 
Excel.Excel.

To change your settings in Excel:To change your settings in Excel:

Go to Tools/Macro Security/Go to Tools/Macro Security/ Select Select ““MediumMedium””

Scroll down to the Scroll down to the ““Bid AttachmentsBid Attachments”” section:section:

Click on View



A Dialogue Box should appear prompting you to Open or Save the File:

Click on Open

Another Dialogue Box should appear asking if you want to disable, enable 
macros:

Select Enable Macros



A “Welcome to the Bid Proposal!” dialogue box should open:

This includes a link to the instructions to follow should you need help

Click OK



The spread sheet should open:
Fill out the Highlighted Yellow column – all other columns/rows should 

be locked.

There should be a running total of your items at the bottom, so you can see what 
your total bid amount will be when it is completely filled out.



Once you have finished filling out your unit prices for each item, go back to the top of 
the spreadsheet and click on the “Accept Bid” Button

Another Dialogue Box should appear to Create your Ion Wave Bid File:

Click on the black down arrow on the right scroll and find your company 
name.

OR

If you cannot find your name on the list, Simply type your company name in 
the white space.

Click OK when finished.



Another Dialogue Box should appear confirming that the Excel Unit Price Sheet has been 
created and saved out to your Desktop:

Click OK

You can always modify this spreadsheet again at any time, simply open the spreadsheet, 
enable macros, and make any changes you need.  Save when finished.

Log back into the Ion Wave System:

Scroll down to the Bid Line Items:

Make sure you have filled out your Total under unit price.

You are now ready to attach and submit your bid in the Ion Wave System

Scroll down to the “Response Attachments” Section:

Click on “New”



This should take you to the “Add Response Attachment” page:

Title – This is your company name

Description – Should be your company name and Bid Proposal Sheet

File Path:  Click on BROWSE



This should open the “Choose File” dialogue box:

Make sure the “Look in” is where you saved your file (remember the default was “Desktop”)

Highlight the file name of the spread sheet you saved

Click Open  (Be Patient – some proposals are rather large and will take some time to load)

You should return to the Add Response Attachment Screen:



Click on Save

Once you have saved, you should be back at the Edit Bid Response Screen.

Make sure you have checked the boxes for all your attributes.

Under “Name of Person Submitting this Bid” type in your name, not your company name.

Make sure you have filled out your TOTAL under Unit Price:



You are now ready to submit your bid.

After selecting “Submit”

You should receive a warning “Are you sure you want to submit?”

Click OK

Once you have submitted your bid, you should receive a “Bid Submitted”
Confirmation.

NOTE:  If there is an addendum that changed the proposal sheet, Purchasing will delete the 
proposals they received and notify you there is a new one to download.  You will need to 
download the new proposal sheet, following the same steps as above, and resubmit your bid.



Step # 9 Step # 9 
After the bid has been submitted, you may change it at anytime before 

it closes by clicking on the “Retract” link.

NOTE: If you receive an e-mail notifying you of 
an Addendum, you may need to “Retract” your bid 
to make the necessary changes.

“Retract”



Step # 10Step # 10
If retracted, the system will ask you to verify that you are sure you want your 

bid retracted, if you click ok – it will retract your bid 
and take you back to it to make your changes.  If you retract your bid, you will 

need to select “Edit” to make the change.  Be sure to select “Submit” when 
finished to send bid to Purchasing.  “Response Status” will say Submitted.”



CITY OF LINCOLNCITY OF LINCOLN
PURCHASING STAFFPURCHASING STAFF

DEBBIE WINKLERDEBBIE WINKLER 402402--441441--74107410
SYSTEM ADMINISTRATORSYSTEM ADMINISTRATOR

KIM WILNESKIM WILNES 402402--441441--74177417
SENIOR OFFICE ASSISTANTSENIOR OFFICE ASSISTANT

SHELLY HINZESHELLY HINZE 402402--441441--74167416
BUYERBUYER

VINCE MEJERVINCE MEJER 402402--441441--83148314
PURCHASING AGENTPURCHASING AGENT

BOB WALLABOB WALLA 402402--441441--83098309
ASSISTANT PURCHASING AGENTASSISTANT PURCHASING AGENT

TOM KOPPLINTOM KOPPLIN 402402--441441--74147414
ASSISTANT PURCHASING AGENTASSISTANT PURCHASING AGENT


